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Copyright

All rights reserved. No part of this documentation may be copied, photocopied, reproduced, translated,
microfilmed, or otherwise duplicated on any medium without prior written consent of UBS Corporation Sdn.
Bhd.

No patent liability is assumed with respect to the use of the information contained herein. Every precaution
has been made to supply complete and accurate information. However, UBS Corporation Sdn. Bhd. resumes
no responsibility for its use, or for any infringement of patents or others right of third parties which would
result.

Disclaimer

No person should rely on the contents of this publication without first obtaining advice from a qualified
professional person. This documentation is provided on the terms and understanding that (1) the author and
editor and copyright owner are not responsible for the results of any actions taken on the basis of
information in this documentation, nor for any error in or omission from this documentation; and (2) the
author and editor and copyright owner are not engaged in rendering legal, accounting, professional or other
advice services. The author and editor and copyright owner expressly disclaim all and any liability and
responsibility to any person, whether a purchaser of related software or reader of this documentation or not,
in respect of anything, and of the consequences of anything, done or omitted to be done by any such
person in reliance, whether wholly or partially, upon the whole or any part of the contents of this
documentation.

UBS CORPORATION SDN BHD (441389-K)
Suite 1B-6, Level 6, Block 1B, Plaza Sentral,
Jalan Stesen Sentral 5, Kuala Lumpur Sentral, 50470 Kuala Lumpur, Malaysia.
Website: http://www.ubs-software.com
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Introduction

e This part is suitable for almost all industries and for those who wish to learn how to use UBS.one Billing.
e It is specially designed for UBS:one Billing and it serves as standardised training material for the
subject.

¢ Pre-requisites: trainees should have learnt UBS Accounting
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Chapter 1: General Maintenance

Guideline on installation, general settings and maintenances of the items to be used in the system, e.g.

installation, company setting, accounts setting, code maintenance, etc.

1.1) Setting
Maintain company profile and set accounting period. Basically user will maintain company profile, and set

accounting period in the early stage.

Steps
1. Go to Housekeeping - Run Setup > General Setup > Company Profile
2. Enter company details accordingly to the respective text boxes.

3. Set accounting period for the company:

Note: Period = Accounting Month

Linking to UBS Accounting

User can link their UBS Billing with UBS Accounting for customer details sharing and to billing transaction

posting.

Steps
1. Go to Housekeeping - Run Setup > General Setup > Account No
2. Go to Sub-dir customer, vendor & chart of A/C, browse the accounting directory and locate

accounting directory path.
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«% Run Setup x|

Idzer Defing - Deszp. Bodw / Footer | |Jzer Defing - Formula | |dzer Defing - [tem Remark | Wzer Defing - Markup Fatio | Main Page Setting |

Comparw Profile | Stock Waluation | Item Maintenance | Tranzaction Last Uszed Moz | |dzer Defing - Desp. Header
[Sales related account | [Purchases related account |

Credit zales account Im

Cash sales account Im Purchazes accont oooo/000

Sales return Im Purchases return account IDDL‘ID;‘GDG

Sales discount account 0000/000 FPurchaszes discount account oooo/000

Sales tax account m Purchazes tax account 0ooo/s000

Misc. charges 1 to customer Iﬂﬂﬂﬂ;ﬂﬂﬂ Mizc. charges 1 by supplier In’Jn’Jﬂn’J;ﬂu’Jn’J
Misc. charges 2 to cugtomner Il'_'llﬂﬂl'_'l,.-‘l'_'ll'_'lﬂ Misc. charges 2 by supplier IODL‘ID;‘GDG

[Cash zales payment by | AP code range

Cazh account Im W W W W

Cheque account 0000/000

Credit card account [1] m

reri st et Im [Sub-dir for customer, vendor & chart of A/C |

Cazh voucher account Im I E Ll
Deposit account fooooso00 2.0, CAUBSACCADADATA Cancel |

1.2) Customer/Supplier Maintenance
1. If user is linking their UBS Billing with UBS Accounting, profile that already maintained in UBS

Accounting will be displayed in this maintenance.
2. Nevertheless, user still can add / delete / modify Customer/Supplier profile.

Steps
1. Go to Maintenance - Customer Maintenance > Customer File Maintenance / Supplier
Maintenance > Supplier File Maintenance

2. Click Add and maintain the personal account number, and their details.

1.3) Code Maintenance

There are 3 levels of product classification, known as Category, Group and Item.

Category
Category is being used to represent the FIRST-LEVEL of grouping

Steps
1. Go to Maintenance > Miscellaneous Files > Category Maintenance

2. Click Add: enter the relevant details of category.
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Group is used as SECOND-LEVEL of grouping, and different ledger account can be assigned for each group;

besides, user is able to maintain Grade Description under this group maintenance.

Steps
1. Go to Maintenance -> Miscellaneous Files > Group Maintenance

2. Click Add, and others enter the relevant details of group.

Item Maintenance

Item Maintenance is used to represent various stock items.

Steps

1. Go to Maintenance - Item Maintenance >Item File Maintenance

2. Click Add, following by enter the relevant details of item.

+* Jtem Maintenance - Item File Maintenance
Enter lter Mo. SW-UBS-BILL-001
Itemn Description UBS Billing System
Click here ta load phata
Altemnate [tem No.
Universal ltem No. |
Categary | (=] |
Itern Group -
Supplier Mo / -
Shelf No. [ [>] —— I Rematk
- Rlliade — T
Unit OFf Measurement I (fiiritin 0
Unit Cast Prics 0.00 | Maximum 0
Unit Selling Price 0.00 | Reorder 1
0.00
Mark Lp Ratio | 0.00 0.00 s
—_— 0.0000 1
Snd Uit E Length Credit Sales Code !
: width 0.0000 | CashSales Code !
2nd Unit Factor | 1.00000 1.00000 —_—
Thickness 0.0000 | Sales Return Code i
weight/Length 0.0000 | Purchaze Code /
Price/ W eight I 0.0000 | Purchaze Return Code I /
Top Brev. Heqt Bottom Search | Add | Save | Delete | Exit |

Maintain Item through Item File Maintenance
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1.4) Services Maintenance

1. Service item is not a stock item and it has NO stock balance.

2. For example: transportation charges, delivery charges, repairs, upgrading, installation, etc

Steps
1. Go to Maintenance > Miscellaneous > Service Maintenance

2. Click Add, following by enter the relevant details of services.

«f

Service Maintenance

Service Dezcription Cr5ales | CsSales | SalesRet | Purchase | PurcRet. | Tax % (1] | Tax % [2) ﬂ

Delete Erint Save Cancel Edit 2nd Desp Exit
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Chapter 2: Transactions

There are various types of bill in UBS Billing which will involve Sales transaction; we can categorize them
into two groups: Accounting Bills and Non-Accounting Bills. Accounting Bill is bills which involve in

movement of stock; while Non-Accounting Bills did not involve any movement of stock.

Accounting Bills Non-Accounting Bills

Delivery Order

Invoice Purchase Order
Cash Sales Quotation
Credit Note Sales Order
Debit Note

2.1) Bill Format

1. In UBS Billing, there are three sections for one bill, which are known as Header, Body and Footer.

2. Different section of the bill will store different information as shown below:

\
Company Name & Address
Supplier/Customer Date: ~— Header
Name Bill No:
.......................................................................................... e

List of items traded
(Quantity, unit price, total price)

Discount, Tax, Signature,
company stamp > Footer

Notes: In Body section, Savebutton = save each added item

Acceptbutton = save the whole bill
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2.2) Sales

Kindly refer to the following flow chart as guideline on the sefling process in UBS Billing:

Sales Department

A

A
Received request from
customer

y
Issue Quotation

A
Customer place order
A

y

Issue Sales Order

y

Received stamped & signed Sales
Order from customer

y

Issue Delivery Order and Invoice
when delivering stock to customer.

Quotation

1. Quotation is issued to customer when he wants to know our product pricing.
2. To adopt this feature, please refer to the following guideline:

I) Header: Customer Code, Name, etc.

II)  Body: Item No., Description, Quantity, Price, etc.

III) Footer (optional): Total Discount, Tax, etc.

Steps

1. Go to Transactions-> Non-Accounting Bill > Quotation, click Add, select Customer Code, press
Enter, and insert information accordingly.

Press Accept - click down arrow key to select item - insert quantity and relevant information.
Press Save. Continue to insert next item.

User may insert discount by pressing the Footer-

i A WD

Once all items are inserted, click Acceptto save the whole bill.
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Sales Order

1. Sales Order is issued when customer wants to make new purchasing from us.

2. To adopt this feature, please refer to the following guideline:

I) Header: Customer Code, Name, etc.

II)  Alternatively user can update the bill from Quotation that was created previously.
III) Body: Item No., Description, Location, Quantity, Price, etc.

IV)  Footer (optional): Total Discount, Tax, etc.

Steps

1. Go to Transactions> Non-Accounting Bill »>Sales Order, click Add, select Customer Code,
press Enter, and insert information accordingly.

2. Alternatively user can use the feature Update from Quotation.

3. Press Accept - click down arrow key to select item - insert quantity and relevant information,
Press Save. Continue to insert next item. User may insert discount by pressing the Footer.

4. Once all items are inserted, click Acceptto save the whole bill.

Delivery Order

1. Delivery order is issued when we deliver stock to customer and it served as a proof of stock delivered
and received.

2. This bill includes the quantity of stock but exclude any pricing

3. To adopt this feature, please refer to the following guideline:

I) Header: Customer Code, Name, etc.

ITI) Alternatively user can update the bill from Sales Order that being created previously.

III) Body: Item No., Description, Location, Quantity, Price, etc.

IV) Footer (optional): Total Discount, Tax, etc.

Steps

1. Go to Transactions->Delivery Order, click Add, select Customer Code, press Enter, and insert
information accordingly.

2. Alternatively user can use the feature Update from Sales Order.

3. Click Accept - click down arrow key to select item - insert quantity and relevant information, click
Save. Continue to insert next item.

4. User may insert discount by pressing the Footer.

Once all items are inserted, click Accept to save the whole bill.
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Invoice

1. Invoice is issued when we deliver stock to our customer, which clearly stated the quantity and pricing.
2. To adopt this feature, please refer to the following guideline:

I) Header: Customer Code, Name, etc.

II) If user already generated Delivery Order, he must update the bill from Delivery Order.

III) Body: Item No., Description, Location, Quantity, Price, etc.

IV) Footer (optional): Total Discount, Tax, etc.

Steps
1. Go to Transaction - Invoice, click Add, select Customer Code, press Enter, and insert information
accordingly.

2. Alternatively user can use the feature Update from Delivery Order.

x
Invoice Last [rvoice Mo, |UUUUUUUU
Period I_l Januany-2008 ™ Update From DO
- I— ™ Update From 50
[oe=tl: Sy I Multiple Payment Mode
Cust. Mo, ISDFJ"JKUle I:I
Mame IU'BS CORPORATION SCN BHD
Date |1g;0132003 I with Deliveny Address Bill Terms |
Ref No. 2 I Bill &ge l_'j
Dezcription |SA_LE 3 Delivered by I
PO Mo, | Fiemark 4 |
50 NO. | Remark 5 [
Do Ma. (1) | Remark & [
D0 No. [2) | Remark 7 |
Remark 0 | Remark 8 |
Remark 1 | Remark 3 [
Remark 2 | Remark 10 [
Femark 3 | Rermark 11 [
Top | Frew | Text Bottam | Seanch | Add | Accept | Erirt LCancel I Exit
Header
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INV 00000001 - UBS CORPORATION SDN BHD - 3000/U01 - 10/01/2008 i

Item No. |sw-UBs-BILL-001 =] On Hand | o]
Diescription |UBS Billing System Buantity | 1 E
| Price | 0.00 E
Remark 1 | Aot | 0.00 E
Remark 2 I
Remark 3 I
Remark 4 I wihy Free? I—
Ime/Dio | El
Unit OF Measure | | 1_ngngn| 1.00000 GL A/ I—J_,
Eosl Iﬂ <———- Last 3 [Prices , % Discount] ——--3
Seling | o.00 (| 7+ | 0.00
| o.00 || £ ¢ | 0.00 [~ Service [ Tax [T Gstltem [ Change Urit
| voo| [ 7 7 | 0.00 I Comment I~ MoDisplay | Update @ty [ Total Up
[tem Drescription [ty Price Amount
=
I

Add Edit Ihzerh [Delate Save | Erint | Ancent LCancel Foater |_

Body

3. Press Accept - click down arrow key to select item - insert quantity and relevant information,
Press Save. Continue to insert next item.
4. User may insert discount by pressing the Footer.

Once all items are inserted, click Acceptto save the whole bill.
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2.3) Purchase Order

1. Purchase order is issued to supplier when we want to make new purchasing from supplier.
2. To adopt this feature, please refer to the following guideline:

I) Header: consists of Supplier Code, Name, etc.

II) Body: Item No., Description, Location, Quantity, Price, etc.

III) Footer: Total Discount, Tax, etc.

Steps

1. Go to Transactions > Non-Accounting Bill > Purchase Order, click Add, select Supplier Code,
press Enter, and insert information accordingly.

2. Press Accept - click down arrow key to select item - insert quantity and relevant information,
Press Save. Continue to insert next item.
User may insert discount by pressing the Footer.

4. Once all items are inserted, click Acceptto save the whole bill.
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Chapter 3: Reports

3.1) Print Bills

Allow you to print multiple bills; where you can select the Reference No to print

¢ Quotation
Go to Print Bills>More Bills>Quotation Select Period, Reference No. (optional) > click OK >

Preview > Print

e Sales Order
Go to Print Bills>More Bills »>Sales Order Select Period, Reference No. (optional) - click OK >

Preview -> Print

e Delivery Order
Go to Print Bills > Delivery Order Select Period, Reference No. (optional) > click OK > Preview -

Print

e Invoice

Go to Print Bills->Invoice Select Period, Reference No. (optional) > click OK > Preview -> Print

3.2) Enquiry

Allow to checking customer history price / outstanding & tracking bills and etc.

| 4, Enquiry 5. Reports 6. Periodic 7. Housekeeping 8. Others

1. History Price Enguiry 1. Customer-Item Last Price
S 2. Item-Customer Transacted Price
2. Bill Listing »
: ) 3. Customer-Item Transacted Price
3. Outstanding & Tracking »
4, Exported Status
5. Totals Chedk Management
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3.3) Sales Report

Allow to preview/print report by type or by month.

5. Reports 6. Periodic 7. Housekeeping 8. Others
1. Bills Listing b l

. Sales Reports

5
3. CustomerfAgent/Area Item Reports
4

. Products Sales - By Type
. Customers Sales - By Type

.

. Service Reports Agent Sales - By Type

Area Sales - By Type

(k=]

. External Application

(L I O L [ LS R

Group Sales - By Type

Products Sales - By Manth

. Customers Sales - By Month
Agent Sales - By Month
Area Sales - By Month
Group Sales - By Month

B kO 1S 1 I3

. Top 50 - Product Sales
. Bottom 50 - Product Sales

[ =

), Sales Listing

1, By Customers
2. By Agents
3. By Area

Reports > Customer/Agent/Area Item Reports

5. Reports 6. Periodic 7. Housekeeping 8. Others

1. Eills Listing 3
2. Sales Reports 3
3. Customer fAgent/Area Item Reports 3 . Customer - Product Sales - By Type
4, Service Reports 3 . Product - Customer Sales - By Type

Agent - Product Sales - By Type

| =

. External Application
Product - Agent Sales - By Type

Customer - Product Quantity Sales - By Type
Product - Customer Quantity Sales - By Type
. Category - Group - Product Sales - By Type

(ST = (R T T IS0 T R T

Customer - Product Sales - By Month
Product - Customer Sales - By Month
Area - Product Sales - By Month
Product - Area Sales - By Month

. Agent - Customer Sales - By Month

(g I R =

. Customer Item Status
. Customer Item Stock Card

Im |

Top Category - Product Sales
. Top Group - Product Sales

T & 1T

. Top Customer - Product Sales
Top Agent - Product Sales
Top Product - Customer Sales

T
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Chapter 4: Others

4.1) Debit Note

¢ Debit Note

1. Issued to customer, indicating amount owed by customer.

2. To be treated as additional document to an invoice issued previously. (This is because the invoice has
been undercharged.)

3. To adopt this feature, please refer to the following guideline:

I) Header: Customer Code, Name, etc.

II)  Body: Item No., Description, Location, Quantity, Price, etc.

III) Footer (optional): Total Discount, Tax, etc.

Steps

1. Goto 2 =2 5, click Add, select Customer Code, press Enter, and insert information accordingly.
2. Press Accept > click down arrow key to select item - insert quantity and relevant information.
3. Press Save. Continue to insert next item.

4. User may insert discount by pressing the Footer.

5

Once all items are inserted, click Accept to save the whole bill.

4.2) Credit Note

¢ Credit Note

1. Issued to customer when he returns stock.

2. To be treated as additional document to an invoice previously issued. (Usually because of the stock has
been overcharged or when customer returned stock to us.)

3. To adopt this feature, please refer to the following guideline:

I) Header: Customer Code, Name, etc.

II) Body: Item No., Description, Location, Quantity, Price, etc.

III) Footer (optional): Total Discount, Tax, etc.

Steps

1. Go to Transactions > Credit Note, click Add, select Customer Code, press Enter, and insert
information accordingly.

Press Accept > click down arrow key to select item - insert quantity and relevant information.
Press Save. Continue to insert next item.

User may insert discount by pressing the Footer-

i A DN

Once all items are inserted, click Accept to save the whole bill.
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4.3) Cash Sale

1. Cash sale is issued when customer purchase stock by cash.

2. Payment can be made either by cash, cheque, credit card or any combination of payment modes.

3. This bill is considered an accounting bill as this bill involve in the movement of stock; where reduces of
stock from our storage.

4. To adopt this feature, please refer to the following guideline:

I) Header: Customer Code, Name, etc.

1) Body: Item No., Description, Location, Quantity, Price, etc.

III) Footer (optional): Total Discount, Tax, etc.

Steps

1. Go to Transaction - Cash Sale, click Add, select Customer Code (usually 9999/999), press Enter,
and insert information accordingly.

2. Press Accept - click down arrow key to select item - insert quantity and relevant information,
Press Save. Continue to insert next item.
User may insert discount by pressing the Footer-

4. Once all items are inserted, click Acceptto save the whole bill.

4.4) Post to Daccount

1. Enable user to do posting to UBS Accounting system according to the setting of GL Account codes.

2. The flow of posting is illustrated as below:

GLPOST9.DBF
Export to Import to
UBS j 'll'empgriryﬂl;il?c to j
crr- eep data tha
Billing exported from
UBS Billing.

3. To adopt this feature, please refer to the following guideline:

I) In UBS Accounting, user has to generate GL Account, Supplier / Customer’s personal account and
batches.

II) In UBS Billing, user has to do linking setting by assigning the UBS Accounting directory path, and assign
GL Account accordingly.

III) UBS Billing exports transactions to a temporary file. By default, the system will keep the temporary file
on your hard disk, if you wish to export it into a floppy diskette, just define the path accordingly.

IV) The exported file then can be imported into UBS Accounting Once the import is done, the accounting

entries are completed.
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V) After exported, the status of transaction bills in UBS Billing will be marked as “Exported”. An exported
bill shall allow no further modifications.

Steps

1. In UBS Accounting, user has to create GL Accounts, debtors ledger, creditors ledger and batches.

2. In UBS Billing, go to Housekeeping » Run Setup > General Setup, go to Account No search for
Sub-dir for customer, vendor & chart of A/C, assign correct Accounting directory path, there after
user has to assign GL account number for the related ledger account.

Go to Periodic »>Post To Daccount

4. User can select the bill(s) he would like to post to UBS Accounting by putting a remark to the option box.
Select period to export and PREVIEW before click on Export; once confirmed with the transactions to
be maintained, user can click on Export.

6. Put a remark on List Exported Transactions click Import Into Daccount following by select
Period to Import and finally click on OK.

x|
™ List Bills Mot Exported O |rwvoices " Dehit Mate & Al Bills
= List Bills Exported " Cash Sales " Credit Mate
{* Lizst Exported Transactions
Exported File Mame |GLPDSI§| .DEF 2.g. &G lposts. dbf
x|

Export Bills

Tranzaction Typez I

1. Invoice
Period To Export I i] {2 CashSales

' 3 Credit Hote
Date From Iﬂlfﬂlflgﬂﬂ " 4 Debit Mate
Datz Ta |12f12f3-:|69 iv E &l Bills

Reference Mo. Fram I E

e | =i T

Note:
1. In case of modification is needed; you have to change the status of the exported bill to “"Not

Exported”.
2. If user found there is (*) next to the transaction during preview; it means the system found error

on the transaction, user has to check the particular transaction thoroughly, e.g. GL account code

4.5) Backup and Restore

1. Backup is to make another copy of the data on another directory or devices, while Restore is to
put the copy of the data to the system.

2. We can backup and restore data into / from diskette (A:\), Hard disk (C:\) or other storage
devices (thumb drive, CD, etc)
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Backup (for example into Thumb drive - J :\)

1. Plug in thumb drive

2. Go to Periodic » Backup
3. Under Select Diskette Drive, select J:\
4

Click Backup
wreoie i
Backup
Caution |

In network environment, please make sure you are the

only user to access to this option.

It iz recommended that Harddizsk Directory & Default Directory must be the same.

Select Diskette Drive
Harddizk Directaory

Default Directory

IC‘. A\OBSONEWUBSEBILYDATAN I b I

IC: \OBSCNEUBSBIL\DATRY

v Backup index files

Restore (for example from Thumb drive - J :\)

1. Plug in thumb drive

2. Go to Periodic> Restore
3. Under Select Diskette Drive, select J:\
4

Click Restore

wreoic B
Restore
Caution |

In network environment. please make sure you are the

only user to access to this option.

It iz recommended that Harddizsk Directory & Default Directory must be the same.

Select Diskette Drive
Harddizk Directaory

Default Directory

C: \UBSONE\UBSBIL\DATA), =]

C: \UBSONE\UBSEILA\DATAN

[ Attibute Al Files

I Riestore From Version 8.0 and Below

Cancel
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